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PIC REG

MANUAL NO.

WORK ACCOUNTING ARD REPORTING

- This manual sets forth the procedures to be followed

whereby the expenditure of time and work effort by PIC

- personnel will be systematicslly recorded in an automated
systen for reporting purposes. '

ARTHUR C. LUNDARL
Director
Photographic Intelligence Center
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PROCEIURAL MANUAL FOR THE AUTOMATED TIHE AUD WORK REPORTING SYSTEM

- T. IBM CARD3

1. IR! cards will be prepared and distributed to campnnenta of PIC
for time and work reporting purposes.

2. The following spaces will be indicated on the IRM cards {See
exarple belov).

8. Employee Fumber

b. Reporting Component
. Date

d. ProjJect Humber

e, Requester

f. Work Categories

g Time
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II. RMPLOYEE NUMBER

The identity of esch reporting employee will be indicated on the
IR card by his PIC badge mumber.

III. REPORTING COMPONENT

The IBM cards for the reporting components will be distributed in
quantity to the PIC components. The number and the color of the IEM cards
for the PIC components are given in APPENDIX A. '

 IV. DATE

| The date vill be entered on the IEM card by the reporting employee
by day, month, year, e€.g., 20/4/59 (20_ April 3.9_59).

V. PROVECT mumnm»

If a work effort is perforwed for an established project, the project
purbeyr will be placed in the space provided on the TBM card. If the time
is not devoted to a project, then the space will remain blank, and the

work effort will represent non-projeet work. Every e#ffort must be made
to credit work effort to the correct project.

VI. REQESTER

| The number of the internal and/or external requester obtained from
the 1ist of requesting components (APPENDIX B). Care must be taken to
ensure that all work effort is charged against the right requester.

VII. WORK CATECORTES

- Y. A comprehensive listing of work categorles has been developed
for thiz system. The type of work effort performed by & PIC employee
will be indicated by placing the number of the proper work category in
“the space provided on the IRM eard.

2. Work categories are arranged in such a menner that major group-
ings of work performance can be easily obtained through IBM recall. It
will be necegsary for the employees to familiarize themselves with this
list. While many of the work category terms are self-explanatory, questions
vhich may arise concerning the proper selection of & work category should
be referred to the Branch or Divislon Chief. It is felt, however, that
the discussion below will clarify the selection of categories for report-
ing purposea. It must be borne in mind that the expenditure of time and
work effort is first of all charged to the reporting individual and to
the corponent to which he belongs. Secondly, wvork effort will be indicated
by project number when appropriate. ,
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. &. Work category 000 (Preparstion, Coordination and Implementation
of Policy) will be primarily used by supervisory personnel throughout the
Center. Effort perforpmed by individusls in the preperation and coordinstion -
of staff studies, notices, directives, regulations, etc., relating to the
- development and inplementation of regulations, poliey, plans, ete., would
} be ch;rged to work category 00C.

b. Briefings and consultation will pertain to substantive, non-
substantive or security matters and will be recorded under work category
030 (Bongubstantive Briefings and Consultation), 270 (Externsl Briefings
and Debriefings / Security /), and 460 (Substantive Briefings, Coordination
and Consultations). Discussions relating to Research and Development will
be charged to category 500 (Equipwent Regearch and Development) or 510
(Technical Research snd Amlysia). :

¢. Records maintained for personnel and administrative mtters
will be charged t¢ category 080 (Records Maintensnce and Mansgement).
The maintensnce and management of files of substantive intelligence materials
will be charged to estegory 480 (Substentive Intelligence and Records
Maintenance). The sdministration or conduct of a training program will .
be reported as category 180 (Training Administration).

\

' d. - Support given by PIC to requesters in the prepamtion of
- requirements for substantive PI support will be noted under category 300
(Subatentive Requirement Preparation).
‘ .

e. BEffort devoted to the initial handling and evaluation of a
requirement to determine whether the requirement can be sctepted and
egtabliched &3 & project by PIC, the determination of its priority, and
its final agsignment to & PI Division will be charged to eategory 310
(ﬁe@imment and Project Assignment).

' f. Time and effort devoted to the eata‘bliahmnt and administration
of joint projects will come under category 320 {Joint Project Coordination).
Joint Projects Commitiee work and time will also be indicated under this
category. The coordination of spubstantive Pl effort spent on a Joint
project will come under category 450 (Substmtivve Briefings, Coordination
and Consultations).

g. limison and coordination with DPD/DD/P (H Street) is category
370. Time and wvork effort devoted to the conduct of liaison and coordination
not related to a substantive photographic intelligence, administration,
, or research and development will be charged to category 380. More specifically,
. this effort would reflect liaison and coordination pertaining to photo

collection activities by the military services and DD/P (excluding DFD/DD/P
eollection efforts).

‘he Travel other than that which is associated with courier services
and plant tours is under category 390 (Travel).

-
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' i. ‘The analysis ol photography for thg parpose of producing an
ODE, a MCS or similsr reports is under work category 4i0 (Photo Scanning).
Detatled astudy of photography for mporting parposes vill be recorded under
dategory o,

' j. Time and work effort devoted to the editing of mbueatfm
drafts, consultation, checking for clarity and consistency and similar
ePforts ;perm.ning thereto will be iﬂentifieﬂ under category kgo (Baiting).

The typing of’ £ina) mats or finished drafts will come under

eategory 090 and be charged sgainst the appropriate project pl.ua the
mentiﬂeamon by individual andl componant.
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APPENDIX A
PIC COMPONENT
PIC mmponeét .
b/PIC Office of the Director
35 . Muinistrative Staff
58 Security Staff
o8 Coordination Control Staff
k2 Publication Staff
 g/wp Military Scientifie Divieien, —
- Office of the Chief
- MSD/M Military Branch, MSD -~
| mn/s Sclentific Branch, MSD ¥ET -
CfGID  Geographie Industriel Diviston, .
Office of the Chief
GID/E BEuropesn USSR and Satellite Branch, GID -
GID/A  Asian USSR-China Brench, GID
 ¢/TIsD Technical Intelligence Services Diviston,
Ofrfice of the Chief .-
TISD/T . Technical Intelligence Branch, TISD -
TISD/O Operations Support m, TISD
TISD/G Graphics Analysis Brench, TISD
G/J:@m Date Mansgement Division, Office of 1/
the Chief
| mm/z Information Branch, DMD
/T Technical Branch, DMD
MD/S Support Branch, IMD
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APPRNDIX B
REQESTING COMPONENT

Rumber Bequesting Component
o1 D/PIC Office of the Director |
02 AS Aministrative Stafs
03 s Security Stefr
ok cos  Coordination Control Staff
'«05 B | Publication Staff
o7
08
0 mp Military Scientific Division
20 @ Geograghic Infustrial Division
36 . TISD Technical Intelligence Division
Lo D Data Management Division
50 | -
60 |
™ per Divector, Central Intelligence
T DBBI Deputy Bimtar;_ ‘C:entml Intelligence
72 - SA/PD/ICL Special Assistant to the Director for

| . | Planning end Development |

73
T
5 DD/1 Deputy Direstor (mtemgence)
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ACIC

State Dept.

Ravy
Marines
Alr Foree

O
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vm”ting Component
Office of Research and Reports, Economic Ares

Office of Research and Reports, mogr;phie Area
Office of Scientific Intelligence

Office of Current Intelligence

Office ofﬂe_ﬁtrai Reference

Oftice of National Estinates

Office of Baaic Intelligence

Office of Qpergtmné

Deputy Diregtér (Plans)

Development Planning Division

Deputy Director (Support)

Joint Atomic Ez:em Intelligence Eamittee
Guided ﬂiasiie Intelligence Committee
National Security Agency

Atomic Energy Commission.

Ay Chart and Information Center
Deptrmf of State
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APPERDIX C

CATEGORIES OF WORK ACCOMPLISHED

Work Categories

mmmmon
Preparation, Cooxdination, xnplemnta.tion of Poliey
Personnel Supervision
Staff Meetinga
Fonsubstantive briefings and Consultations ‘
Personnel Administration snd Career Service Support
Personnel Actions and Fitness Reportis
Mgetm}‘inmceﬂ"l‘imeammtenﬂmze_
logistical Support
Recorde Maintenance and Mansgement
Typing and Other Clsrical Support’

LEAVE AND TRAINING
Annusl. Leave
Sick leave
Military Leave
Aduinistrative leave
Cormpenaatory leave
Training Pressntation
Training Receiving
Training Material and Lecture Preparstion

Training Administration
Plant Tours and Associated Travel

sm‘n'

Internal Ihysical Security Inspection

Internal Security Violation Investigation

Personnel Clearsnces

Personnel Escort and Control

Safety, Evacuation Implementation anﬁ Control

External Physical Security Inspection

External Security Violation Investigation

External Briefings and Debriefings

External Clearyunces

Secured from Work due to Honcleared Personnel in
Work Area
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REQJTREMENTS, COORDINATION, AND LIAISON ' i

1 300 — Substantive Requivements Preparation -
| 310 ' Requirement Evaluation and Project &saicnnent
| 320 Joint Project Coordination
330 : Project Status Report Preparation
340 S . Photography Sanitization
© 356 - . Beport Sanitiution
- 360 - o
370 v * Operations Liaison end Support with mn/nn/p
380 , Operations Liaison and Support, Gemeral

390 Travel
| | PHOTOGRAPHIC ANALYSIS AND REPCRTING

%00 : Film Handling (Film ﬁutting, Biiting, Respooling, ete. )

410 Filn Plotting

420 Mission Techniesl. Amlynis (Film Evaluation, ELINT Plots,
- PI’OﬂIBB 3 mn)

430 : - Protographic Scanning

ko - Photograzhic Analysis

hso Fhoto Collatersl Correlation

Leo Subsgtantive Briefinge, Coordination and Cansult&tion

Y70 Report Planning and Writing

h8> Substantive Intelligence and Recoxds mintemee

| ‘ Biiting
3 - | TECHNICAL PHOTOGRAPHIC SERVICES
500 | Equipment Resesrch and Development
510 . Technical Research and Anslysis
520 Matheratical Analysis
| D30 o .Paotograymetric Analysis
sho . - Messurements
550 . - o Instrument Operation
560 Instrument Maintenance
570 Computer Prograsming
580 Computer Application and Oparation
(I ~ Photogrephic Research and Collection
T10 Textual Collateral Recearch and Collection
720 Map and Grephics Research and Collection
T30 ' " Hap and Collateral Material Preparation Support
. THO Intelligence Materisl Control
750
760 , Reading Psnel
T I4stings and Sumsyy Compilations
T80 , . Intelligence Materisl Codirg and Clsssification
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- DATA MANAGEMENT AND SERVICES
800 Minfcard Programming

810 ~ Minicard Operation
820 IR Programming ’
830 ' ‘ TEM Opsretion '
84 ' Maintenance Information Control Bervice
850 : Maintenance Film Iibrary
80 Meintensance Report Librexy
BG o Shipping and Receiving
8% Courier Service -
890 ‘ ' Maintenance Disaster ?s_le

REFROIUCTION SUPPORT -

Copy Camers
Rectification, Paper
Rectification, Film :
-~ Continuous Printing and ?rocesaing, Paper

Preperation Materials for Printing
Contact Printing and Proceasing, Peper
Contact Printing and Processing, Film

g00
910
g1
ggé ~ Continuous Printing and Processing, Film'
oo
o1
950

: , Projection Printing snd Processing, Poper
951 | - Projection Printing sod Processing, Film
060 Offset Printing i '

70 Diszo Reproduction, Paper

971 L  Dieyo Reproduction, Foil

980 - | Frotostat Reproduction
981 ' Xerox Cemers

950 Production Control

991 ' Asgenbly and Binding

9 lamination, Dry Mounting
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